Updating a TRAIN Account — Central Office

1. Logon to TRAIN Virginia: https://va.train.org

2. Click My Account beneath My Learning Record

Virginia Department of Health

TR¥%INVirginia

Welcome Robert! | My Account | Logoff
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3. On the Details tab, make sure that

a. Your first and last name is the same as the one on your paycheck

b. Your email address is your VDH email address

€. You have typed “Virginia Department of Health” in the Organization field

My Account

Details Groups \:‘-..‘ My Profile \:'.,‘ My Presenter Info

* = required fields.

Login Name:bbradley
First Name:*ifgbf” -

Last Name:” Bradley l

[ Reset Password ]

Titte: * Distance Learning Coordin

|
Department ! Division: ¥| ORCE 1
Address 1: ¥/ 109 Governor St 1

City  Township  Town:* ticimend [
Country:* United States v

*
County: | none )
Telephone (daytime):*|(04) 804-6233. ]
Telephone (evening): <‘

i.e. 123-456-7890
Fax:iA

!
Middle Name: '
Ema“:*irobert.bradIgy@vdh.virginia.g} ‘—-— 1

Organization name: *%Virginia Department of H *—' \

Bureau/ Section: ;
Address 2 ;

. *I Virginia v
State / Territory: :

Zip code ! Postal code: | 23219 |
Extension:*;
Mobile: l
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4. Click the Groups tab

My Account

\ My Profile \"\\ My Presenter Info \

e Tl X
[ Details \ Group

5. If you have transferred from another office or district click the Remove Groups button to remove your old location
groups.

Select the state or territory in which you work, study, or reside - or select "International”.
State Portal ! Remove Groups ‘_
Selected Groups:

National/Virginia/Not a Virginia Certified EMS Provider
National/Virginia/State Agency/Department of Health/Central Office: Office of.../Public Health and Preparedness/Office of Risk Communication
and Education

6. Click the State Portal Select Groups button to add your current groups.
Detass Groups "y Flél-‘c

Group Selection: As 3 meémber of TRAIN you hase e opportunity o parScpaie on ene or more of the TRAIN portals listed beiow. Train portals are
CONOSCIED BNG will NOA regUre rOu 30 NEve 3 Separate 3CCounts of 10gins Remembear Ihat vou wil only need one TRAIN actount for any ponals you
select

To paticipate on one or More porals, follow the Instiucicns below

1 Choose the "Select Groups” duficn nedt to $he desxed portal, "S2ate Portal”, "WRC Portal” (Medical Resernve Corp), or 'COC Poral™ (Cemter
for Disesse Control and Prevention)
2. Seladt your groups witnn &ach portal

Tha ponals and groups jou Siect witl detanming what TRAIN CoenseR (INCRITNg COUrsas; ;0u Can &

Select the state of temitory in which you work. study, or reside - of sefect “infernational

State Portal Select Groups Mo Groups Scéected ‘_——

F30u are & mamber of the Medics Resene Corps, then yous shousd salact IR Pontal in acation 10 your state

MRC Portal Mo Groups Seected

To access adeitional COC TRAIN (Center for Disesss
yOU should als0 304 e COC Fortal

CDCPortal | ZelsdtGrows |  NoGroups Selectsd

Contrgl and Prevention) contert and 1o pantizipats i COC-Ho81ed communities of practios

Note You must select 3l le33t ans portal



7. Make sure that you have selected...
« Virginia
o Whether or not you are an EMS provider
« State Agency
« Department of Health
« Central Office...
« Your current particular office

Click Submit.

I. Select Groups

Assignment mode: @ Simple O Advanced
]Not a Virginia Certified EMS Provider VI [State Agency b

| [Department of Health b
g |Central Office: Office of .. %

| Public Health and Preparedness v |

| Office of Risk Communication and Education V}

v

>

8. If you have changed your Medical Reserve Corps affiliation click the MRC Portal Remove Groups button.

If you are a member of the Medical Reserve Corps, then you should select MRC Portal in addition to your state.
MRC Portal | selectGroups | | Remove Groups |

Selected Groups:
National/Medical Reserve Corps (MRC}/Region 03 (lll)Virginia/Richmond City Medical Reserve Corps



9. To add your new MRC group affiliation click the MRC Portal Select Groups button.

Detais ] Groups My Prefie

Growp Selection: As 3 member of TRAIN, you hase e opportunity b parscpaie on ene or more of the TRAIN portals |isted betow. Train portals are
LONOSCIED ANG will NG rEgquire rOuU 32 NEve 3 SEparate 3CCounts of l0gins Remember Ihat vou wil onfy need one TRAIN actount for any porals you
select

To participate on one or more porals, foow the Instucicns below

1 Choose the "Select Groups” dufion nedt to $he deswed portal, “S2ate Portal”, "WRC Pordal” (Medical Resenve Corp), or 'COC Podal (Center
for Disesze Contrel and Prevention)
2. Selact your groups witnin aach portal

The portals and grouns you seiect wit detsnming what TRAIN coensel (INChIding COUrses; :0u £an acoess

Select the state of temitory In which yeu work. study, or reside - of select “imtenational’

State Portal Mo Groups Selected

F30u are s mamber of the Medics Reserne Corps, thén you shousd salact IRC Portalin s&dtion 15 your state

MRC Portal Ho Groups Seected _

To a0cess adaitional COC TRAIN (Center for Disease Control and Prévention) contert and 1o parizipats in COC-nosted communities of practios
yOu should als0 304 e COC Fortal

CDC Portal 40 Groups Sesectsd

Note Yoo must select 3l least ons portal

10. Select Region or Department and click Submit.

I Select Groups

| |virginia J_‘

il| Assignment mode: @ simple O Advanced
[Select Region or Department

il

g

§

i

1

i

5

E:

Iz

Ié

i

/

@

0

]

:




11. To add CDC group affiliation if none are already selected (VDH Employees are required to have a CDC group
selected) click on the CDC Portal Select Groups button.

l Detals | Groups j;’rdik

Group Selection: As 3 member of TRAIN you hase !e opportunity b parScpate on ene or more o thie TRAIN portals listed Bedow. Train portals are
CONOECIED BN will NOR ISQUIFE pOU 30 NEvE 3 SEPSraTE SCCOUNTS Of l0gINS Remembear et you wil only need one TRAIN account for any porals you
select

To paticipate on one or more porals, follow the Instucicns below

1 Choose the "Select Groups” dufion net to $he desred portal, "State Portal”, "WRC Podal” (Mecical Resernve Corp), or "'COC Poral (Center
for Disesze Contrel and Prevention)
2. Selact your groups witnn sach portsl

Tha pomals and groups ou Siect wil detanming what TRAIN Coense (INCRITING COUrsas; ;0u Can aC08es

Select the stale of temtory in which you work. study, or reside - of sefect “inlernational

State Portal Ho Groups Sclectod

F30u 81 & mamber of the Medicy Ressne Corps, thén yous shound salact IIRC Poislin acdtion 1 your state

MRC Portal Ho Groups Sefectad

To 30cess adoitional COC TRAIN (Center for Disease Contrgl and Prevention) contert, and 10 pantizipats in COC-Nos1ed communities of practios.
yOu should als0- 304 he COC Fortal

CDCPortal [ SelsdtGroves | Mo Groups “

Note You must select &l least ans portal

12. Upon completion of the CDC group selection, click Submit.

Select Groups

ISeIect Community of Practice v

13. Click on the My Profile Tab



14. Select Virginia Attributes from the drop-down menu

My Account

‘ Details Groups ] My Profile My Presenter Info /

Please choose a category of additional user attributes: { Virginia Attributes v

15. Make sure the Value beside “Current VDH Employee” is Yes

16. Make sure you select your “Race/Ethnicity”

17. If you are a manager or supervisor check the box for “Manager/Supervisor”

My Account

Detais Groups | MyProfile || MyPresemerinie |
Please chocse a category of addiSonal user attrbutes: | V0inia Afrdules v
Please enter the appropriate informason {opSonall.

Cusrers VDH Employee * Yes ¥  <fprm—

Professionat Assodiation Number

Race | Efmicity —’ & = \fihite {inciudes Aratian) v
Manager ) Supendsor _Q O
| Sa»eawew*m@h_

18. Click Save and Back



